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NATIONAL FOREWORD 

This Indiari Standard which is identical with ISO/IEC Guide 37 : 1995 'Instructions for use of products of 
consumer interest' issued by the International Organization for Standardization (ISO) and International 
Eiectrotechnical Commission (lEC) jointly was adopted by the Bureau of Indian Standards on the 
recommendation of the National Mirror Committee of COPOLCO and approval or the Director General, Bureau 
of Indian Standards under Rule 8(3)C of BIS Rules. 1 987. 

The text of ISO/IEC Standard has been approved as suitable for publication as an Indian Standard without 
deviations. Certain conventions are, however, not identical to those used in Indian Standards. Attention is 
particularly drawn to the following: 

a) Wherever the words "International Standard' appear referring to this standard, they should be read 
as Indian Standard'. 

b) Comma (.) has been used as a decimal marker in the International Standard while in Indian Standards, 
the current practice is to use a point (.) as the decimal marker. 
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1 Scope 

1.1 This Guide establishes the principles and gives 
recommendations on the design and formulation of 
instructions for use of products of consumer interest 
It IS intended for 

— product designers, manufacturers, technical 
writers or other people engaged in the work of 
conceiving and drafting such instructions: 

— committees preparing standards for consumer 
products. 

1.2 The principles and detailed recommendations in 
this Guide should apply m combination with the 
specific requirements on instructions for use laid 
down in standards for specific products or groups of 
products. 

1.3 Assessment of the quality of instructions for use 
should follow common criteria This Guide therefore 
has an informative annex (annex A) containing some 
practical recommendations and a proposed method- 
oiogv for assessment. The annex is addressed 
primarily to researchers and experts engaged in such 
assessment work; it may also be helpful to the 
Guide's principal target groups named m 1.1 



2 References 

ISO 3864 1 984, Satety colours and safety signs 

ISO 7000: 1 989, Graphical synnbols for use on equip- 
ment r— Index and synopsis 

150 7001:1990 and Amendment 1 : 1 993, Public in- 
formation synnbols. 

ISO 11683:1993, Packaging — Tactile danger warn- 
ings — Requirements. 

lEC 417:1973 (and supplements), Graphical symbols 
for use on equipment — Index survey and compi- 
lation of the single sheets. 



ISO/lEC Directives, part 2,1992, f^ethodology fa the 
development of International Standards 

iSO/IEC Guide 14 1977, Product information tcr ccr. 
sumers 

ISO/IEC Guide 50 1987. Child safety and standards — 
General guidelines 

ISO/IEC Guide 51 1990, Guidelines for the mdusion oi 
safety aspects m standards 

ISO/IEC Guide 52 1990, Glossary c' f.ie teirns j-n: 
definitions 



3 General principles 

3.1 Instructions for use are an integral nart ot !he 
delivery of the product They should also reduce ihp 
risk of damage to the product and consequent nvii 
function or inefficient operation 



3.2 Instructions for use should aiiow and promote 
correct use of a product and should directiv help to 
avoid misuse which may lead to hazards instrucl'cns 
for use cannot artd should not compensate lor design 
deficiencies^'. 



3.3 Instructions for use should 

a) clearly identify the product. 

b) recognize the type of user, and his/her capa- 
bdittes; 

c) define, if necessary, the intended use cf the 
product^', 

d) contain all information required for correct and 
safe use of the product and/or for service and 
maintenance 



1) For general principles of preferences of nsk reduction, see ISO/iEC Guide 51 1990, clause 5 

2) For definitions of "intended use" and "reasonabiy foreseeable misuse", see ISO/iEC Guide 51 1990. 3 7 and 3 8 
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3.4 Instructions tor use should cover reasonably 
foreseeable misuse of the product, and adequate 
warning should be given (see IS0/1EC Guide 51:1990, 

6.4 4) In most countries the nrwnufacturer/producer 
has a legal obligation to include such warnings. 

3.5 Instructions for use should cover information, 
separately or in combination, as far as it is relevant, on 

a) function and operation; 

b) transport, assembly, installation; 

c) cleaning, maintenance, fault diagnosis, repair; 

d) destruction/disposal of the product and/or any 
waste materials with due regard to safety and 
environmental considerations. 

3.6 Instructions for use should convey important 
messages to the user about aspects of use related to 

— the environment (for example, appropriate 
dosage of detergent for a vrashing machine, 
destruction/disposal of v»/aste, recycling); 

— conservation of energy and other resources. 

3.7 Atr-jntion should be drawn to the need for 
special protective measures, such as adult supervision 
or the wearing of special clothing, needed to protect 
users and bystanders Dangers to particular groups 
such as children (see ISO/IEC Guide 50: 1 987). elderly 
people and disabled people should be borne in mind. 

3.8 If some of the instructions are directed only to a 
specific group of users (for example for installation, 
repair or certain kinds of mainterwrKe), those 
instructions should be given separately and be 
adequately nrwrked In some cases they need not 
accompany the product (see also 7.12). 

3.9 For produas which have a limited safe or 
effective life, clear information should be provided on 
the year of rnanufacture and/or on the date of expiry, 

3.10 The dale of publication of the instructions for 
use should be given 

3.11 Instructions for use should be consistent with 
ail other nnaterial about the same product issued by 
the rnanufacturer/producer such as advertisir^g or 
packaging. 



list, the matters which need to be covered in the 
instructions for use. This should be a separate section 
of the product standard, normally entitled "Instructions 
for use. including installation and maintenance" (for 
safety standards see ISO/lEC Guide 51:1990, 6.4.6). 



4J2 Where specific procedures are necessary for 
safe use, operation, assembly, disassembly, cleaning 
or maintenance of the product, or similarly for its 
destruction/disposal, or disposal of waste materials, 
they should be specified in the product standard (see 
ISO/IEC Directives, Part 2:1992, subclause 8.3). 



4.3 Where instructions for use are to be given on 
the product itself, they should be specified in the 
section dealing with marking and labelling (see 
ISO/IEC Guide 51:1990. clause 5; ISO/IEC Directives, 
Part 2:1992, subclause 8.2; and clauses 8 and 9 
below). 



5 Location and nature 

5.1 (Depending on one or nrwre of the foltowing 
elements: 

— the risks (see ISO/IEC Guide 51 :1 990, 3.2); 

— environmental or similar requirements; 

— the product design; 

— when the infornnation is needed by the user, 

it should be decided whether the instructions for 
use — or parts of them, and if so which parts — are 
to be given in one or more of the following ways: 

— on the product; 

— on the packaging; 

— in accompanying material. 

In addition, it should be decided wtiat means of 
communication shoukl be used in each case (see 0.1 ). 

NOTE 1 Placing of instructions on the product itself has 
dear advantages in conveniefK» for the user. But for some 
products, because of their small size or their shape, or the 
fact that they are partialty c^scured from view during use, 
placing some or all of the instructions on packaging or in 
accompanying materids may be the best or only solution. 



4 Claiisaa in stanchvds 

4.1 Standards for produas of consumer interest 
shoi^ specify, for instance m the fomi of a minimum 



5.2 Where instructions for use are complex, it may 
be helpful if certain important messages are given or 
dispiayed on the product by means of short reference 
or reminder cards, stickers or labels (see clause 11). 



mmOHEC Guld* 37 : ItM 



5.3 Where safety depends to a considerable degree 
upon correct installation, use. maintenarx», destruc- 
tion or disposal, and correct rrwthods are not self- 
evident from the product, the product safety standard 
should specify, as a minimum, a cautionary markir^g to 
draw the user's attention to the relevant part(s) of the 
instructions. 



should b9 as dear tnd as large m prectic^>le 

ensure legiMty. 



to 



7J*.1.1 The jr-height (height of the lower case 
characters) of the type face should always be 1 .5 mm 
or larger: 



6 Availability of information at tha point 
of sale 

If instructions for use are necessary to make a 
reasoned purchasir^ decision amongst products, 
these instructions or the relevant parts of them shoukJ 
be readily available at the point of sale. 

NOTE 2 Product information systems as desaibed in 
ISO/IEC Guide 14 are the recommended means of provid 
ing. at the point of sale, all the information' necessary for a 
reasoned purchasing decision. This should include nrtatters 
mentioned in this Guide, such as the need for protective 
clothing (see 3 91 and a warning to parents on restrictions 
to use t>y children (see 8.5). 
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NOTES 

3 In the socalled typographic po<nt systems (Didot 
and Ptca) the correspondirtg size would be approximately 

4 points |1 point - 0.4 mm (Oidot 0.376 mm. Pica 
0.351 mm)i 

4 For alphabets other than ronnan. the satection of 
lettering type and size should m—i the same degree of 
legibilitv as that indicated above 



7 Advica for tha daaign and formulation 
of instructions for usa 

7.1 Ganaral 

7.1.1 Instructions for use should clearty identify the 
product, stating for example the nrKxtel, version or 
type to which they apply. It should be impossible for 
product rrxxjifications or differences (however small) 
between nnodels or between sut}groups within the 
same model, to lead to a misnnatch between the 
instructions in the hands of the user and the actual 
product in use (see 3.10). 

7.1.2 The user of a particular nrvxlel should preferably 
be provided with infomrwtion referring only to that 
model. However, if instructions for two or more 
models are identical, a single set of instructions is 
acceptable. 

7.1.3 Instructions concerning optior^l modules (x 
extras should be kept clearly separated from general 
ir^tructions and from instructions for other nodules 
or extras (for example. t)y the usp of separate clauses, 
headings, etc.), so that users are not confused by 
irrelevant material. 



7.2 Legibility 

7.2.1 Tyoe and size of orvproduct information, of 
printed material and of computerized information 



7.2.1.2 For continuous text in printed instnjctions for 
use (for example, leaflets, nnanuals) type t>etween 
3,2 mm and 5,6 mm (8 points and 14 pomts) should 
be used. 

7.2.1J For headings m pnnted leaflets, nnanuals. 
etc., for on-product instructions, or for other short 
nnessages which the user needs to consult often, tt^ 
type size should be about 4 mm or even larger (at the 
top of the 10 point to 14 point scale), depending on 
the reading distance. 

7.2.1.4 The location of on-product instructions and 
the angle between tfieir surface and the vertical plane 
should be such that they can be easily read arvd 
understood by users from their positKXi(s) during use 
of the product 

7.2.1.5 ^latlor^al starKlards may contain detailed 
inforrriation on more parameters relating to legibility, 
and especially on the relation between type size and 
reading distance 

7Ji.2 Brightness contrast — the difference betwewi 
the percentage of light reftected kom the backgroufKj 
and the percentage of light reflected frwn the pnnt — 
should be as great as possbte 

NOTES 

5 The cor>tf8st should normaify bt at lent 70 % Good 
Quabty black prmt on wt«te paper proMdes a contrast ^ 
about 80% 
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6 Brightness contrast can be reduced and legibility 
impaired by printing on both sides of msuHiciently opaque 
paper 

Subiect to the above parameters, minimum type sizes 
and minimum requirements on brightness contrast 
should be specified in product standards. 

7^.3 Safety related instructions for use in leaflets 
and manuals should have a different type face, or type 
size, or other means of making them conspicuous. In 
cases of doubt whether particular instructions are 
related primarily to safety or to fitness for purpose, 
considerations dealing with safety should be given 
precedence. 

7.2.4 If instructions are incorporated in the material 
of the product itself, e.g. engraved or embossed 
lettering, figures or symbols on metal, glass or plastic, 
the advantages of such nnethods in durability, 
reduction of numbers of separate parts, etc.. should 
be weighed agamst a possible disadvantage in 
legibility, which is generally inferior to that of good 
printing (see also 11.1). 



7.3 Colour 

7J.1 The use of colour should be considered, in 
relation particularfy to controls, components, etc., 
requiring clear and/or quick identification. 

7X2 If the use of colour is adopted it should be 
functional, systematic and consistent (see ISO 3864). 

7J3.3 It should be borne in mir>d. however, that about 
8 % of nr>en and 0.5 % of wonnen have some form of 
colour -deficient vision Therefore, perception of differ- 
ent colours should never be the only means for 
understanding instructions. 



7.4 Communication principios 

7.4.1 In order to achieve the best results, those 
responsible for the design and formulation of instruc- 
tions for use should apply the communication process 
-FIRST READ, THEN ACT" to the likely sequence of 
events m use of the product. Instructions for use 
should follow the required procedure step by step. 

NOTE 7 In cases where the reader of instructions needs 
to react c^ickly (for example, when using fire extinguish- 
ers), only 8 minimal thought process should be necessary in 
ofder to understand them. 



7.4.2 Where comptex operating procedures must be 
foltowed for safe and cofrect use of the product, the 
instructKKis should enaUe and encourage the user to 
follow a continuous ^ming and understandir>g 



process. Particularly useful means of promoting this 
process include illustrations, tables and flow-charts 
(see 7 7. 7.9 and 7 10). 

7.4.3 Instructions for use of a product intended to 
perform several different and independent functions 
should start with the basic or normal function and deal 
later with other functions. 

7.4.4 The instructions for use of a product should 
anticipate the user's questions "WHERE? WHO? 
WHAT? WHEN? HOW? WHY?" and provide answers 
to them. 



7.5 Wording and use of technical terms 

7.5.1 instructions for use should be as simple and 
brief as possible, and readily understandable by a lay 
person. Unavoidable technical terms should have their 
meaning explained. Information should be expressed 
in consistent terms and units. 



7.5J! The sequence of text in leaflets, manuals, etc.. 
should follow the communication principles described 
in 7.4. Short and meaningful headings and/or marginal 
notes may help the user to locate the information he 
wants (see 7.11). 

7.5.3 One sentence should normally contain only one 
command, or at most a small number of closely 
related commands. For clarity 

— use the active voice of verbs rather than the 
passive; 

— be assertive in using commands rather than 
weaker forms; 

— use action verbs rather than abstract nouns; 

— speak directly to users rather than saying what 
they might do 

The following examples apply in the first instance to 
the English language, but rrwy also be useful pointers 
towards clarity in other languages. 



Recommendation 


Like this 


Not like this 


Use the active 
voice 


Turn off power 


Be sure that the 
power has t)een 
disconneaed 


Be assertive 


Do not remove 
tabs 


The tabs should 
not be removed 


Use action verbs 


Use. keep, avoid 


Utilization. 

maintenance, 

avoidance 


Speak directly 


Pull black lever 
towwds you 


Users will pull the 
Wack lever away 
from the machine 
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7.6 Languag«(s) 

7.6.1 Instructions for use should be grven in the 
official language(s) of the country of sale. 

NOTE 8 In many countries this is a legal requirement 



7.6.2 If more than one language is used, each 
language should be readily distinguished fronn 
other(s). It is preferable to provide separate instruc- 
tions — leaflet, nnanual, etc. — for each language. 
Where this is not practicable, instructions in each 
language should be clearly separated. It is preferable 
for each page to have texts in only one language. 

7.6.3 Because of the limited space generally avail- 
able, giving instructions on a product may present 
problems in relation to languages, especially when the 
country for sale has more than one official language. It 
may also be impossible to know the country of sale at 
the time of manufacture. These problems may be 
solved by the use of graphical symbols (see 7.8) — 
provided they are clearly understandable by users — 
and/or by the use of numerals, with explanation of 
their meaning in the appropriate language(s) given in 
accompanying texts and/or by using certain words or 
abbreviations (for example, STOP, MAX./MIN.) which 
have become internationally acceptable. 

7.6.4 Text and illustrations which need to be read 
and seen together should t>e adjacent Where needed, 
illustrations should be reproduced m each language 
text Captions to illustrations should be written only m 
the language of the adiacent text (see also 7.7.7). 

7.6.5 Where instructions for use are translated from 
one language to others, all steps in the process, 
including checking and proof-reading, should be 
carried out by competent linguists. 



7.7 Illustration* 

7.7.1 Attention should be paid to quality and clanty, 
whether photographs, line drawings or other media 
are chosen. 



7.7.5 One illustration should not grve more infor- 
matton than needed for the relevant function 

7.7.6 Illustrations or detailed part(s) of illustrations 
should be repeated in the relevant part(s) of instruc- 
tion material(s). as needed to assist the user 

7.7.7 Subject to the recomnr>©ndaiions m 7 6 to 7 10 
inclusive, illustrations, tables or flow<harts which fold 
out may usefully be placed on pages of the leaflet oi 
manual in a way that they can be seen adjacent to 
different pages of text at different times 



7.8 Graphical symbols 

7.8.1 Graphical symbols should be readily under 
stood and unambiguous Where graphical symbois 
have been standardized by ISO and lEC. they shouki 
be specified in accordance with ISO 7CXXD, iSO 700' 
andlEC417 



7.8u! The instructions for use should dearly indicate 
and explain which of the product functions aip 
covered by the symtwis appearing on the product 



7.9 Tablas 

7.9.1 Information should be presented in the foim of 
tables where this will enhance understanding Tables 
should be presented adjacent to the relevant text tsee 
also 7 7 7) 

7.9.2 Tables or parts of tables should t>e repeated m 
the relevant part(s) of instruction materials!. ,i:, 
needed to assist the user 



7.10 Flow-charts 

Where a specific sequence of operations is necess.3". 
for safe and correct use of the product, a fiow-cnar; 
may be helpful to the user Flow-charis should be 
presented adjacent to the text to which they t>elong 
(see also 7 7 7) 



a 

z 



7.7.2 Whenever appropriate, text and illustrations 
should be used together, each supporting the other. 

7.7.3 Illustrations should not be separated from the 
text to which they refer If a sequence of operations is 
being described, text and iHustratwDns should follow 
the same sequence 

7.7.4 Illustrations should be supplemented with cap- 
tions providing written details, locating and identifying 
controls, sub-units, etc 



7.11 Ttf>t« of contents / Indax 

7.11.1 When instructions for use comprise more 
than one page, these should be numbered Leaflets, 
manuals, etc , beyond four pages should have a table 
of contents and/or an index 



7.11J2 When the instructions are lengthy and 
complex, an index of keywords presented m 
alphabetical order should be included ana be 
referenced in the table of contents 
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7.11.3 For complex appliances a separate list of 
c^ierator controls and indicators (such as dials, gauges 
or lights) should be provided 

7.11.4 Headings appearing m the table of contents 
should be the same as those used in the text. 



7.12 Fault diagnosis / Troubte-thooting / 
Repair 

If the user of the product can perform some fault 
diagnosis and repair without risk of harm to him/ 
herself, other people or the product, the instructions 
leaflet/manual should provide a checklist of possible 
faults with appropriate diagrams, illustrations, etc., 
and with clear incication whether the user can 
attempt the repair htm/herself, or should call in a 
qualified person. 



8 Warning notices 

8.1 In accordance with the paranrwters of 7.2.1 to 
7 2 4 and 7 3, warning notices should tie emphasized 
by !rio use of larger and/or different print, and by the 
use ot symbc 's and/or colour respectively. 



8.2 In the formulation and design of warning notices 
the followmg should be taken into account, in order to 
achieve maximum effectiveness: 

— limit the text andjor illustration to the essential; 

— make the location, content and style of the 
warning conspicuous: 

— ensure that the user and any other people at risk 
see the warning from their positions durir>g use 
and at the right time; 

— explain the nature of the hazard (and, if 
appropriate, its causes): 

— provide clear guidance on what to do; 

— provide clear guidance on what to avoid; 

— use clear language, graphical symbols and 
illustrations. 

— remember that warnings repeated frequently 
and false alarms reduce the effectiverwss of 
necessary warnings 

8.3 When alerting users, instructions shall use 
the folhDwing hierarchy or "sigrrat words" (see 
ISO/IEC Guide 51 1990. 6.4 8) 

— "DANGER" to call attention to a high risk; 

— 'WAAMN6' to call attention to a rriedium rak; 

— "CAUTION' to call attention to a tow nsk. 



8.4 Warning notices for high and medium risks 
relating to products should be permanently affixed to, 
or attached to, the products so that the message 
continues to be clearly visible by users during the 
expected life of the product. 

8.5 Warnings about hazards or restrictions on use 
(for example NOT SUITABLE FOR CHILDREN UNDER 
THE AGE OF THREE YEARS) are crucial to safety and 
should be given prominence at least equal to other 
instructions issued with the product. Such warnings 
should be clearly visible at the point of sale (see 
clause 6; and ISO/IEC Guide 50). 



9 Standardized phrases and signs 

Where appropriate, the use of standardized phrases, 
and/or safety signs or graphical symbols should tie 
considered in order to convey important messages 
such as warning notices. Such phrases and signs 
should t>e specified in the relevant product standards, 
together with requirements for their location. 



10 Visible and audible signals 

10.1 Visible signals, such as flashing tights and 
audible signals, such as bleeps, may both be used to 
inform and warn the user. 



10^ It is important that such signals 

— be unambiguous; 

— be emitted in time to allow the user to take 
action to avoid hazard or malfunction; 

— be clearly perceived and differentiated from 
other signals; 

— be explained in the instructions for use on or 
accompanying the product; 

— (for visible signals) be clearly seen by the user 
from his/her position during use. 

10.3 (Moreover, these signals should be so designed 
arxl kx:ated that they can be easily checked. Warning 
devices should be clearly described in instructions 
provided on. or with, the product. If appropriate, the 
instructions should prescribe regular checking of 
these devices. 

10.4 Where appropriate, product standards shouW 
specify wtiat visible or audible signals should be 
irrcluded in the product. 

NOTE 9 Work in this fieW is currently under consideration 
viflthin ISO and lEC. 
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1 1 Durability of instructions for us* 

11.1 Orvproduct instructions for use should be 
permanent and dearly legible throughout the ex- 
pected life of the product. 



•nstallatton. KEEP FOR FUTURE REFERENCE But 
reptscement copies of att such instructions for use 
sfKMkj be made avsilabte by the pfoducer/ 
manufacturer, on demand, throughout the expected 
life of the product. 



11.2 Instructions for use given on packaging or in 
materials accompanying the product (such as leaflets, 
manuals, etc.) should be produced in durable form; 
they should be designed and made to survive frequent 
handling by users during the expected life of the 
product in the environment where the product will be 
used. 

11.3 It may be useful to mark such instructions, 
except those needed 'only for initial assembly or 



11.4 Since packagir)g ts often imperrri8r>ent and can 
be destroyed in the unpackir>g process, the perma- 
nent placing of instructions on packaging is generally 
undesirable. Where the instructions are so placed, the 
advice to keep them for future reference should be 
prominent. If only a part of the packaging needs to be 
kept, because it contains instructions, that part should 
be easily detachable from the rest of the p8ck«(^g. 
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Annex A 

(informative) 

Assessment of instructions for use 



A.0 Introduction 

This annex is proposed for application m conjunction 
with the use of this Guide so that information and 
experience of its use in practice may be gathered. 



A.1 General 

Assessment of instructions for use covers instruc- 
tions on the product itself, and/or its packaging, and/or 
in accompanying materials (e.g. leaflets, handkwoks, 
audio and video tapes) (see 0.1). In accordance with 
3.1. instructions for use should be assessed as an 
integral part of the delivery of the product. 



A.2 Methodology 

Depending upon the complexity of the product and 
the importance of conveying relevant information to 
the user in order to ensure safe and correct use, 
assessment may take the form of 

— desk research and/or 

— interactive panel testing of the product by users. 



A.3 Desk research 

A.3.1 Assessment by desk research may be carried 
out by suitably qualified experts who have no 
connection with any aspect of the design, production 
or marketing of the product and its instructions. 



A.3^ It may be necessary for desk research to be 
supplemented by independent third-party checking; 
for example, where provision of information at the 
point of sale IS a requirement (see clause 11), the 
actual Situation should be investigated by or for the 
researcher or ir«jependent evaluator. rather than 
relying on any statements by the manufacturer/ 
producer. 



A.3.3 Quantitative checks may be carried out on the 
basis of the non-comprehensrve compliance checklist 
fotlowing this annex 



A.3.4 Qualitative checks may be carried out on the 
t)asis of the non-comprehensive evaluative checklist 
following this annex. 

A.3.S Since both checklists are non-comprehensive, 
they need to be supplemented and/or amended in 
accordance with relevant product standards, or (in the 
absence of such standards) in accordance with 
standards dealing with comparable products or 
functions, or in any other appropriate way. 



A.4 Panel testing 

A.4.1 Interactive panel testing is a means of finding 
out how much help the instructions- for use of a 
product give the user, by answering any queries he 
may have when using it. including queries on safety 
and environmental aspects. It should establish the 
extent to which the instructions are complementary to 
the design, ergonomics and function of the product. 



A.4.2 The composition of the panel should be 
representative of the intended and probable users of a 
product, taking into account 

a) age; 

b) sex; 

c) health; 

d) physical ability/handicaps; 

e) left- or right-handedness; 

f) education/IiteracyAechnical expertise; 

g) previous acquaintance with or ignorance of 
similar products. 

In many cases a panel of five people is sufficient to 
obtain reliable results. But if there are considerable 
variations within parameters a) to g) above, this 
number needs to be increased. 



A.4.3 The normal method of recording results is to 
require the panellists to fill in questionnaires based on 
the requirements in the checklists given after this 
annex. Video and audio recording of the tests may 
help to establish objective ratings of the usefulness of 
instructions for use. 
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A.4.4 Each test should be supervised by a suitably 
qualified and independent expert (see A 3.1), who 
should report separately on his/her observations, 
especially on any problems encountered by the 
panellists. 



A.5.3 For an overall panel assess'T>ent. each 
member has to gtve a final assessment based on 
his/her individual experience during the test according 
to the five-point scale (see top of the evaluative 
checklist following this annex) 



A.5 Evaluation 

A.5.1 In either desk or panel evaluations, or both, 
certain requirements may be designated "important" 
(I) or "very important" (II). 

A.5.2 In many cases the single items to be 
evaluated may have different weights depending on 
different requirements of products or product groups, 
which can be defined only for specific purposes. 



The final evaluation of panel tests as descntsed in A 4 
should be the responsibility of the supervising expert 
He/she should take into account the nurrtber and 
seriousness of the difficulties experienced by the 
panel in using the product safely and correctly, and 
the responses to the questionr«ire He/she may 
develop quantitatri/e or statistical criteria for evaluating 
these results; these could include weighting of 
difficulties and complaints in relation to senous 
matters such as risk of injury or damage to the 
product The evaluation of panel tests should irKlude a 
narrative report by the supervising expert 
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Compliance checklist 

These compliance checks should, using the following signs, establish whether each requirement in the checklist: 

a) IS fulfilled/covered by the instructions being assessed {■*■) 

b) IS not fulfilled/covered by them (-) 

c) is not applicable to them (0) 



importanca 

(see A. 5.1) 


ttems to iM dwcked 


Relevant 
paragraph(s) 
of this Guide 


Compliance 

(+/-/0) 


Comments 




1. 


Identification 










1.1 


Brand arid type designation 


3.3/7.1.1 






(1) 


1.2 


No. of model, version, type, subgroup 


7.1.1/7.1.2 








1.3 


Expiry date 


3.9 








1.4 


Up-to-date check / e.g. date of publication of 
the handbook coverage of product 
modifications 


3.10/7.1.1 








15 


Producer/supplier, distributor or other 
information 


3.3 








16 


Address, etc. of producer/sen/ice agency 


3.5/7.12 








1.7 


Certification references 










18 


Requirements of specific product standards 


4 








19 


Optional modules/extras 


7.1.3 








2. 


Spedfication of the product 








(11 


2 1 


Functions and range of application 


3.3/3.5/4.1 






(II) 


22 


Safe and correct use 


3.3/3.4/3.5 






(II) 


23 


Integrated design of product and 
instructions — No compensation for design 
deficiencies 


3.1/3.2 








24 


Dimensions — mass — capacrty 


3.3/3.5 








2.5 


Performance data and methods of 
measurement 


3.3/3.5 






(1) 


26 


Suf^ty data for power, gas, water and other 
consumables (e.g. detergents, lubricants) 


3.5/3.6/3.7 








2.7 


Energy consumption and methods of 
measurement used 


3.6 








28 


Emission of noise, gas, waste water, etc., 
with methods of measurement used 


3.5/3.6 








29 


Safe disposal 


3.5/3.6 






(1) 


2.10 


Infomrwtion on personal protection (e.g 
clothing) 


3.7 






(1) 


211 


Information on dangers to particular groups 


3.7/3.8 
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nmOMECOuMsST 



Importanc* 

(seeA.5.1) 


Itwns to b* dMckMl 


iWMVMR 

ofthtoGuid* 


(4/-/0) 


€#OftMIMNnS 




3. 


Preparing the product for use 








(II) 


3.1 


Safety precautions before installation 










3.2 


Unpacking 


3.5 








3.3 


Safe disposal of packaging 


3.5/3.8 








3.4 


Installation and assembly (e.g. special toots, 
space for maintenance and repair) 


3.5/3.6 








3.5 


Storage and protection during intervals in 
normal use 


3.5 








3.6 


Repackaging to prevent danrwge in transport 


3.5 






(1) 


3.7 


Infornrution on operations to be carried out 
only by qualified people. Separation of this 
information from instructions to users. 
Comprehensiveness of instructions to 
qualified people 


3.8^.12 








3.8 


Location of instructions 


4.2/5.1 








4. 


Operating instructions 










4.1 


Basic functions 








(1) 




— Complete for correct intended use 


3.5 






(II) 




— Complete for safe intended use 


3.5 






(1) 




— Conriplete for reasonably foreseeable 
misuse 


3.2/3.4 






(1) 


4.2 


— Conformity vi«th mirwTHjni list in 
relevant product standardis) 

Secondary functions 
(identical to 4.1 above) 


4.1 








4.3 


Optional nx>dules and extras 


7.1.3 






(1) 


4.4 
4.5 


Personal protection 

Quick reference instructions 

— by reminder cards, stickers or labels 

— by reference to handbook, etc. 


3.7 

5.2 
5.3 








4.6 


Disposal of waste products 


3.6 








5. 


Vwa>le and/or audtt>le sifpurfs 


10.2/5.1 








6. 


Maintenance and deM^ig 








(1) 


6.1 


Safety precautions (e.g. person^ protection, 
special toots) 


3.5 








6.2 


Maintenance and cleaning by users 


3.5/10.3 








6.3 


Mwntenance and deanrig by qualified people 


3.8/7.12 








6.4 


Trouble-shooting 


7.12 
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Importanc* 

(seeA.5.1) 


Hwns to b* ctMckad 


Reiavant 
paragraph(s) 
<rf this Guida 


Compliance 

(+/-/0) 


Commi 




7. Safety and haalth 










7 1 Safety warnings/cauttons 
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(II) 


— correct locatton 

• on product and/or 

• on packaging aruVor 

• in acconnpanying nnaterial 

— if relevant, visibility at point of sale 

— correct use of terms 


5.1 

6/3.7 
7.5.1/8.3 






(1) 


— use of standardized phrases 
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(1) 


— durability of warnings 


8.4/11.1 






(1) 


— conformity with requirements in 
relevant product standard(s) 


4.1/4.2 






(II) 


7 2 Safety signals 


10.1 






(11) 


7.3 Information on residual risk 


3.3/3.4 






(1) 


7.4 Safe disposal of product at the end of its 
useful life 

7 5 Environmental aspects of using the product 

8. Consistency of information 

Consistent terminology and information in all parts 
of instructions for use. whether on the product 
Itself, on the packaging, or in accompanying material 


3.5/3.6 
3.5/3.6 
3.11 







It 
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Evaluative chacklist 

These checks should evaluate the instructions being assessed, in relation to each requirement m the checklist, 
using the following marks: 



d) 


very good/excellent 


(++) 


e) 


good 


(+) 


f) 


average, just acceptable 


(#) 


g) 


poor 


(-) 


h) 


very poor 


(--) 


i) 


not applicable/not necessary 


(0) 



Importance 

(seeA.5.1) 


Hems to bo chocked 


Rotovont 
parograpMs) 
ofthisGtMo 


Evaluation 






% 


Legibility 










1.1 


On-product information 

— type sizei' depending on reading 
distance^' 


7,2.1 

7.2.1.1/7.2.1.3/ 
7.2.1.4/7.2.1.5 










— brightness contrast^' 


7.2.2 








1.2 


— instructions incorporated In material of 
product 

Handbooks, manuals, leaflets 

— type size'' 

— brightness contrasts) 

— use of different type face, type size, 
etc. 

— use of colours 


7.2.4 

7.2.1.1/7.2.1.2 
7.2.2 

7.2.3 

7.3 








2. 


Signals 










Quantity and clarity of information provided to user 


8.2/10 








3. 


Text and terms 










3.1 


Text/use of words 

— simple/ meaningful B complicated 

— short g lengthy 

— one sentenca'one comnr>and i too 
much information in one sentence 

— active voice | passive voice 


7.5.1 
7.5.1 
7.5.1 

7.5.3 








3.2 


Terms used 

— well explained | obscure/irritating 

— consistently | inconsistentfy 


7.5.1 
7.5.1 
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Impoitane* 

(seeA.5.n 



(I) 



(I) 



Ham* to ba dMckad 



3 3 Structure of text 

— well structured | confused/mixed 

— structure follows communication 
principles | illogical structure 

— structure from basic to sophisticated 
operations/functions 

— meaningful separation between tjasic 
product and optional modules 

— meaningful headings 

— nonsense avoided 
3.4 Communication principles 

— encouraging quick reactions (e.g. 
simple and easy instructions for an 
emergency) 

— setting out learning process for 
complex functions 

— answering the questions WHERE? 
WHO? WHAT? WHEN? HOW? WHY? 

4. Language 

4 1 Clear differentiation of languages 

4 2 Clear connection between text and 
illustrations 

4 3 Illustrations supported by clear and helpful 
captions 

4 4 Absence of linguistic errors 

5. liiustrations 

5. 1 General quality 

5 2 Sufficient number of illustrations for each 

one to provide clear and specific information 

6. Graphic symbols 

— standardized where possible 

— clearly explained 

7. Tabias 

— approximately located 

— clearty set out and informative 

— repeated where necassary 



Retovant 
paragraph(s) 
of this Guida 



7.5.2 
7.4 

7.4.3 

7.1.3 

7.1.2/7.5.2/ 
7.11 

74 
7.4.1 

7.4.2 
7.4.4 

7.6 

7.6.2 

7.7.2/7.7.3 

7.6.4 

7.6.5 

7.7.1 
7.7.5/7.76 

78 



IJ 



Evaluation 

<++/+/#/-/- -/O) 



yes/no 



Comments 
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Bureau of Indian Standards 

BIS IS a statutory institution established under the Bureau of Indian Standards Act. 1986 to promote 
harmonious development of the activities of standardization, marking and quality certification of 
goods and attendmrj to connected matters in the country. 

Copyright 

BIS has the copyright of all its publications No pan of the these puDhcations may be reproduced m 
any form without the prior permission m writing of BIS. This does not preclude the free use, in the 
course of implementing the standard, of necessary details, such as symbols and sizes, type or grade 
designations Enquiries relating to copyright be addressed to the Director (Publications), BIS. 

Review of Indian Standards 

Amendments are issued to standards as the need arises on the basis of comments. Standards are 
also reviewed periodically, a standard alongwith amendments is reaffirmed when such review indicates 
that no changes are needed; if the review indicates that changes are needed, it is taken up for revision. 
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